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Office Memorandum - oxitep ‘

STATES GOVERNMENT
25X1A%a
. To =Mr._ Chief, Services Branch DATE: 2 February 1948

FROM : Chief, Property Control Division

4w om

SUBJECT: Report of (psrations for the Month Ending 31 January 1948

B Pumber of persons AULhorizedisesescevrssscorscssrvosrsnsenace
b. Number of persons Now On dUtYeseecscesosscsssssccscsssscsccnn
‘cs  Number of persons on Sick leBVO.ssesvssssssvssvesscssensnns
d. Pending personnel actions awaiting security clearances.....
2. Remaining unfillad positionSeecesssacessscceeseerseceasecaa

2. Problems Hncountered:

2 During the past month many inquiriss have been recelived relative to
individuals authorized tc sign Federal Works Agency Property Passes for
withdrawals of property from the building of C.T.i. This situation could be

N rectified if Administrative Instruction, Subject: FWA Property Fasses, is
published in the near future.

b. The same problem as indicated in Report of Cperations for the
25X1A9a month of December 1947 remains pendirg. Mr.|| N, Chief, Supply

25X1A7b

5. Major Accomplishments:

. &« The draft of the "Property Accounting Manual” which outlines the
procedure for accountability of Agency property and the establishment of the
monetary value’of expendable and non-expendable property hes been completed
and forwarded for concurrence. Chapters pertainins to Reports of Inventory
Ad justments, Survsy Reports and C.I.A. Property Survey Board have been
revised to agree with Administretive Instructions No. 40-9 and 40-11.

b, The following progress has been made relative to establishing the

4l

monetary value of expendable and non-experndable property within C.I.h.:
(1) Supply Record Cards, Form No. 36-25 have been prepared by

this office for all expendable supplies carried in Agency Supply Accounts
and the monetary value has besn indicated thereon.

DP54-00177A000100110041-6

Sanitized - Approved For Release : CJA-F

13



25X1A7b

Sanitized - Approved For Rele"a@e":ﬂQI_A-_RrDP54-001 77A000100110041-6

non-expendapls properiy, with the exception of a number of non-
standard communication items, has been established and sntered on
Form No., $6-19. '

It is contemplated that the total monetary valus report rfor
expendable and non-expendable property will be =vailable on or about
15 Fsbruary 1948.

¢+ Durins the past morth, this office ceonducted a complete inventory
of ncn-expendable office equipment and furniture within Supply Account No.
3. This inventory was conducted in conjunction with the recent transfer
to the new nomencleture as outlined in the CIA Office Zquipment and
Furniture Catalog for Classes A, B, and C Froperty. Assistance to
accountable property officers, was also reundersd, to determine that total
quantities of items charged to sach property account was in agreement with
the central control rascords maintained by the Property Control Division.

d. The Froperty Control Division has completed a draft of a CIA
Administrative Instruction which ocutlines the policv and procedures
coverning the Federal Works Acaency Froperty Fasses. F.#.A. Property Fasses
are issued to authorize the movement of property amonr the various buildings
occupisd by this Agency. At the present time this draft is in the process
of concurrence.

4+ Future FPlans:

&. In addition to performing the normal functions of the Property
Control Uivision, this office will continue the compilation of standard
catalogues for agency supplies and equipment. The remaining catalogues
for supply accounts to be sccomplished are, Communications sSupply Account
No. 1, Opsrationul aupply Account No. 4 and Medical Supply account No. 5.

be. This office contemplates future inventorias of lumber and kegs of
neils utilized by the Supply Warehouse and the establishment of nscessary
records for control of these items.

¢, In some instances, the monetary velus of expendable or non- ‘
expendable supplies and equipment may be ovar or under estimated. Therefore
this office will devise & system for recontileing these discrepancises.
It is planned that a "Monetary Value Adjustment Card" will be utilized for
thls purpose, which will be nostad to the appropriate records for adjusting
prices. Adjustment Cards will be maintained as & permanent record
supstantiating the charges made thereto.

d. A procedure ocutlinine a droppars allowance of 25.00 on a quartsrly
basis, for minor expendable suvpplies carrisad in supplyv accounts, such as,
pencils; ink; film; batteries, flashlirht; etc.; is being drafted. This
procedure, if approved, will sliminate excessive administrative costs in
processing sSurvery Reports for such items.
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8., A procedurs relative to the collection of bnies on disapproved
survey Reports for Naval persomnsl is being drafte hich will setforth
the mennsr by which pecuniary charges will be collected by this Agency.

5. During the month of January 1948, the following work load was
performed by the various sections of the Property Control Division.

8. Control Section:

Vouchsrs postoedes-.cessssssssesseresccsrscnsssacncnn 593
Furchese Orders Processed..ecscsssscsscscssesasseselldd
Delivery Receipts Processed (Expendable)ecsesecsecees 580
Reports of Inventory Adjustments lrocesssdeeceseses. 9
Identification Control Cards Postedeeesssevsscesces 386
Memorandum Receipts - Loan Property Processed...... 4

P e R e N T
O OV R
s S S e N il

b. Audit and Inspection Section:

(17 PI‘Op@I‘ty ACGO‘J.ntS Audited.o.o..cuc-oonoc--i.o.ov-o‘
(2) In.ventcries Aonductgd ececeesresesscnssssenssessssessece 2

\—t

c. wsurvey and Clearance Section

(1) survey Reports Being Inventigetedeceeveseecscsscses 12
(2) Survey Hsports Processed to Boardececeeerescecceses &
ReliovVed e ssseevossscosssrsonl '
Action Deferredecsescacscsesa?
(3) Property Clearance Issuedesssesessessssacsssenasons 81
(4) Property Passes IssuBdessessesesessssccvcrcasrssvae

25X1A9%9a
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